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INTRODUCTION 


In this document, which is the first step in the development of quali- 
ity library service for all Missourians, the major emphasis will be placed 
on Missouri's public libraries and the services they offer the citizens of 
the state. The service improvement plans outlined herein are based upon the 
"library system" concept and are an outgrowth of the findings and recommenda- 


tions embodied in the basic research document, Public Library Service in 


Missouri: A Survey. 


HISTORICAL BACKGROUND 

Public library development in Missouri, in contrast to that in some other 
states, is of relatively recent origin except in the major cities. The Mis- 
souri Library Commission, forerunner of the present Missouri State Library, 
was established in 1907. Not until 1944 was a massive assault undertaken to 
establish statewide public library service. By 1961 only 16% of the state's 
population remained without local public library service. This percentage 
continued to decrease steadily as a result of successful library demonstra- 
tions and tax campaigns. 

This retarded development made it possible for Missouri to benefit from 
the experience of older state library systems. The theory of cooperative 
library services became a reality in Missouri. The practicality of cooper- 
ation was amply proved by the ready establishment of cooperative multi-county 


or regional library systems, by the first demonstration of a cooperative 


1) Schenk, Gretchen Knief, ed. - Public Library Service in Missouri: A Survey, 
by Duane Turner, Robert F. Karsch, Mary Lee Bundy, Mary Hanley, Gretchen 
Knief Schenk, Ruth Warncke, Alice Lohrer, Harold Goldstein. Jefferson 
City, Mo. State Library. 1962. 350 pp. 
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statewide film service, and by one of the earliest cooperative self-supporting 
processing centers. Following careful analysis and studies, Missouri librar- 
ians and trustees, under the leadership of a strong State Library, were pre- 
pared to consider new approaches to their problems. They trusted each other 


and were aware of the fact that together they could provide the people of Mis- 


souri with better and more economical library service than they could separately. | 


For these reasons, they willingly worked together. Beginning in 1945, a modi- 


cum of state aid also offered some financial incentives to encourage cooperation. 


LIBRARY SERVICE STUDIES 

The first study concerning the quality and quantity of public library 
service was undertaken in 1953 when the Missouri Libraries Planning Committee 
presented a program for Improving Public Library Service in Missouri.+? This 
study, completed under the direction of Dr. Lowell A. Martin, guided statewide 
library development for nine years. 

With the passage of the Library Services Act by Congress in 1956 library 
development proceeded at an accelerated rate. This acceleration, however, 
proved to be still inadequate. Ever growing demands for more difficult ref- 
erence services, specialized information needs of new industries, increased 
student use of public libraries, plus the shift of population centers to large 
urban areas, produced mounting pressures on existing libraries. 

A second survey, Public Library Service in Missouri, was completed in 
1962 and forms the basis of this Guide to Library Development. To date no 
complete survey of other library resources and services has been made in 
Missouri though, at present (1963), a committee of the Missouri Library Asso- 


ciation is studying ways and means to accomplish a survey of college and 


1) Martin, Lowell A. Improving Public Library Service in Missouri. Jefferson 
City, Mo. State Library. 1953. 51 pp. 
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university libraries. In addition, interest in the improvement of school 
library service and the appointment of a State School Library Consultant in 
the State Department of Education should result in other studies of this type. 
When these are accomplished, it will be possible to formulate detailed plans 


for the development of quality service for school, college and university 


libraries, 


LIBRARY STANDARDS 

A standard has been defined as that which has been established by author- 
ity, custom, or general consent to measure quantity, weight, extent, value or 
quality. It has been called "a respectable effort by a set of human beings" 
to protect against misrepresentation or damage those who use certain servicés 
or materials. Neglect or disregard of standards of health, legal or aces 
tional services can entail serious damage to the individual. No less danger- 
ous is the mistaken impression that he is getting standard hospital and medical 
care, Tepal advice, - library service. 

The library profession acquired a set of performance standards in 1956 
with the publication of Public Library Service: A Guide to Evaluation with 
Minimum Standards. 1? These standards regarding objectives and functions of 
ieaeen public libraries, prepared and adopted by the American Library Asso- 
ciation, first introduced the "library system" concept, a form of expanded, 
cooperative library service which had already been in partial use in Missouri 


for some years. 


SIMPLY STATED, THE LIBRARY SYSTEM CONCEPT MEANS THAT 
"LIBRARIES WORKING TCGETHER, SHARING THEIR SERVICES AND 
MATERIALS, CAN MEET THE FULL NEEDS OF THEIR USERS."2) 


bod 


1) American Library Association. Public Library Service: A Guide to Evalua- 
tion with Minimum Standards. Chicago. The Association, 1956, 


td 


2) Ibid. p. 7. 
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Whatever size, each library, public, school, college, university, special, 
plus the library concerned solely with special information such as that in 
industry, commerce, history, government or science, is an important link in 
an organic chain of service. 

Though Minimum Standards were adopted in 1956 they are still valid today. 
In addition to these, Standards for School Library Programs, ALA Standards 
for College Libraries, as well as Standards for Junior College Libraries, 
are available to provide the necessary guidance for the future development of 
school, college and university libraries in Missouri. Finally, the American 


Association of State Libraries adopted Standards for Library Functions at the 


1 
State Level, in July, 1963. These will serve to guide the growth and devel- 


opment of the Missouri State Library as it strives to meet its resource center 


responsibilities and carry out its leadership role in library improvement and 
development. 

To assure all citizens of Missouri opportunities for library service of 
at least minimum quality is one of the responsibilities of the Missouri State 
Library Commission, the State Department of Education, and other educational 
institutions. Rapid strides in achieving these standards will be made when 
citizens, governing and appropriating bodies and libraries move forward in a 
concerted effort to exceed the minimum standards set in these documents, 

The present Guide to Library Development has been evolved to assist li- 
brary trustees, librarians and citizens in charting a course which will 
1) American Association of School Librarians. Standards for School Library 

Programs. Chicago. The Association. 1960. 


Association of College and Research Libraries. ALA Standards for College 
Libraries. Chicago. The Association. 1959, 


. Standards for Junior College Libraries, Chicago. The Associa- 
tion. 1960, 


American Association of State Libraries, Standards for Library Functions 
at the State Level. Chicago. The Association. 1963. 
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eventually achieve standard public library service for: Missourians statewide. 


It is hoped that this guide will provide a gauge to measure present performance 


¥ . 


and serve as an incentive for future growth and development. 


* = 


ie 
GOAL: STATEWIDE NETWORK OF LIBRARY SERVICE* 


To achieve the goal of an interrelated network of libraries, every public 
library in the state should be in a library system. These separate public 
library systems, related in turn to all other library resources in the state, 
should form a complete statewide network of library service. The apex of this 
library program will be the services and resources afforded by the Missouri 
State Library and, through it, the services and resources of all other li- 

' braries of national importance, including the Library of Congress. This goal 
of interrelated library service will be reached when libraries of all sizes 

and types band together in systems to achieve quality library service for their 
patrons, when larger libraries having valuable resources can share their 


strengths with other libraries on an equitable basis. 


DEFINITIONS 

LIBRARY SYSTEMS 

A library system is an organization based on a formulated plan and pro- 
cedure in which libraries work together, sharing services and resources for 
the purpose of improving service to library users. Two methods are being used 
in Missouri to organize systems: 

Library District Method. Library districts, through the decision of 

their respective library boards of trustees, form an administrative library 

system governed by one board. 

Cooperative Method. Improved library service is created by joint action 

of a group of libraries and/or library districts, by formal agreement or 


contract, to provide certain specified materials, services or processes 


“Adapted in part from Wisconsin Free Library Commission. Design for Public 
Library Development. Madison, the Commission, 1963. 53 pp. 
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for member libraries, with each library and/or library district governed 
by its own library board. The common materials and activities are coor- 
dinated and planned by an advisory board or committee for the benefit of 


the entire system. 


TYPES OF LIBRARIES 


The following description of types of libraries indicates their functicn 
library system. 

Major Resource Libraries. The major resource centers in Missouri are 
those outstanding public reference libraries which function as reserve 
pools of information and services for the people of the state, thereby 
being related to the entire library service network and all library sys- 
tems. They are the Missouri State Library, the St. Louis and the Kansas 
City Public Libruries. 

System Resource Library. The system resource centers are those which 
function as the administrative center of a system and which are located 
in the cultural, trade and socio-economic center of the area they serve. 
By assuming the responsibility for meeting standards, the System Resource 
Library will recognize and accept its leadership role in the area so that 
the people served by this library system will have at least the minimum 
level of service to which they are entitled. The System Resource 


Library will hereafter be called the System Library. 


Area Library.* An Area Library is either one whose community normally 


encompasses a secondary trade area or a library serving a densely popu- 
lated urban section. It is part of a library system through its affili- 
ation with a System Library. This type library will need a considerable 


variety of materials and services to serve its clientele. 


*In. order to provide quality library service for the citizens of a community 


or area, a library will need to be a member of a system or meet the standards 


as 


described in this Plan for a System Resource Library. 


=o: 

Community Library.* A Community Library is one serving the generally 
small population of a limited area. This library has only a relatively 
narrow range of materials and services with the understanding that, 
through its affiliation with them, it has the System and Area Libraries 
to supplement its own resources, 

Extension of Services. Bookmobile service, special book collections and 
service by mail are additional means most commonly used to reach readers, 


thus completing the chain of library service within a system. 


Emphasis on excellence is vital in the library system concept. Neither 
Area nor Community Libraries can be expected to meet the standards set for 
their, operation without the services of an adequate System Library. Thus it 
is important that Area and Community Libraries be concerned with and assist 
the System Library to reach the required standards. Ultimately, the System 
Library should be in a position to provide not only quality service to all 
libraries within the system but to play a leadership role in the extension of 


this.service to unserved areas. 


*In order to provide quality library service for the citizens of a community 
or area, a library will need to be a member of a system or meet the standards 
as described in this Plan for a System Resource Library. 
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MISSOURI STATE LIBRARY 


The State Library carries special responsibilities for promoting the 
development of a genuine statewide program of library service. Its own 
resources and services are built in coordination with and to promote coordina- 
tion among public, school, academic and special libraries. Consequently, a 
strong service-minded and leadership-oriented state library stands at the 
apex of all public library service in the state, 

1. According to Standards for Library Functions at the State Level, the 
State Library is charged with the maintenance, as one important unit in state- 
wide senjicen. of a "collection which supplements and reinforces the resources 
of library systems, "1) It should make the general resources in the state 
widely and genuinely available by: (1) central reports of holdings; (2) bib- 
liographies; (3) rapid communication systems among libraries to facilitate 
location of needed information and resources; (4) interlibrary loan provisions 
to the extent consistent with the need for material in the holding library; 
and (5) supplying copies of materials that cannot be furnished by interlibrary 
loan. The State Library should be a member of an appropriate national biblio- 


graphic center in order to afford access to larger and more specialized re- 


~ 


sources. 
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2. Since collections of government documents are of prime importance 
for historical research, public affairs and reference service, the State Li- 
brary should maintain a collection of local, state and federal documents, 
and should publish a checklist of Missouri state documents. 

3. In cooperation with other libraries in the state, the State Library 


1) American Association of State Libraries. Standards. for Library Functions 
at the State Level. Chicago. The Association, 1963. p. 9. 
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should provide collections of audio-visual materials and newer forms of com- 
munication. 

4, It should promote and participate in the establishment of a storage 
center for little used materials from its own and other libraries, thus pre- 


serving a rich heritage of materials for Missouri citizens. 


9. The State Library has the responsibility of maintaining a high level 


of information and reference service to government departments, agencies and 
projects not now served (i.e., health, welfare, or ang other). Specialized 

working libraries may be needed in some of these divisions and agencies and 

should be developed as branches of or in close esau dnncon with the State 


Library and its comprehensive collection. 


6. The State Library should participate in the development of plans for 


all types of library service within the state, conducting research to deter- 
mine library needs and potentials, and sanaiins leadership and initiative 
to engage qualified individuals, groups and agencies in such planning. The 
resultant state plan for library service should outline the structure of co- 
ordinated public library service needed to achieve national standards for 
public libraries. 

7. To assist public libraries to meet standards, the State Library 
should have a sufficient number of consultants: (1) to counsel with every 
library at least once a year, (2) to work intensively with libraries and 1li- 
brary systems engaged in improving service and (3) to carry on regular and 
systematic work with boards of trustees, which should include attendance at 
a meeting of the board at least once annually. In addition, State Library 
consultant work, strong enough to help those libraries meeting standards, 
should extend to guidance in specialized library service. 


8, Since the State Library is responsible for the growth and develop- 


ment of library service in the state, it must continue to work for the estab- 


lishment of public library service in areas still unserved, using the most 
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effective methods to achieve standard quality library service. 
9. Because of the rising level of the educational attainments of Mis- 
souri people, and because the total population of the state is becoming more 
concentrated in metropolitan areas, the State Library's function is changing. 


Turning from its recent major emphasis of developing minimum public library 


service and the organization of regional libraries, the State Library now 


faces the challenge of developing library service in depth. Accompanying 
the development of improved libraries at the local level, the State Library 
should assume its proper role as a major reference library, sharing with the. 


St. Louis and Kansas City Public Libraries this supplementary function. 


ais 


STANDARDS FOR LIBRARY TYPES 
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The standards set forth in this Guide furnish a checklist to test the. 
adequacy and quality of service in existing public libraries and to measure 
progress in present and future library systems. 

Explanatory paragraphs precede each section of the standards. The 
standards appear in ‘three columns and are numbered consecutively throughout +: 
on the left of the page. When the same standard applies to all types, it 
appears in the center of the page; otherwise, only in the column to which it 


applies, 
STRUCTURE AND GOVERNMENT OF LIBRARY SERVICE 


A provision in Missouri's state constitution (1945) indicates the essen- 
tial importance attached to public library service by the citizens of the 
state: 

"It is hereby declared to be the policy of the state to promote the es- 
tablishment and development of free public libraries and to accept the obli- 
gation of their support by the state and its subdivisions and municipalities 
in such manner as may be provided by law." 

Certain principles of library development have been accepted in Mis- 
souri and should be extended and enlarged in planning for the future. These 
are, briefly, (a) widespread citizen participation in studying, planning and 


support of libraries, particularly during library establishment campaigns; 


(b) libraries working together, building wherever possible on existing library 


strength to achieve both quantity and quality in library service, undergirded 
by (c) definite local financial support, augmented by support from the state, 
(In other words, having many library service points easily accessible to the 


people, providing excellent library service from a central source while 
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encouraging local fiscal responsibility supplemented by additional funds from 
state seycranenee 

Intergovernmental cooperation and interlibrary cooperation within all 
levels of government, to make the best possible use of all existing library 
resources (public, school, college, university and special), have been found 
to be essential to the success of a statewide network of publicly supported 
library service in Missouri. This is particularly true of a sound working 
relationship between public libraries and public schools. 

All public officials, including governmental, school, college and uni- 
versity, library trustees and librarians who share the immediate responsibil- 
ity for the improvement of libraries, must understand and qaie full use of 
their respective powers and perform their duties in thé best interests of 
library users, present or future, whether in rural, urban or metropolitan 


areds. 


SYSTEM RESOURCE LIBRARY 


Aine 
AREA LIBRARY COMMUNITY LIBRARY 


ACCESSIBILITY OF LIBRARY SERVICE 


1. Every individual should have legal and reasonably convenient 
access to local library service, and through it to modern library 
resources provided by other libraries within the state and nation. 
This public library service should be so located that most people of 
the area find it convenient to combine shopping and similar trips 


with library visits. 


2. The system library 
is to be so located that 
people served by it live 
no farther away than one 
day's round trip from 
their homes. 


Area and community libraries should be located 
within one hour's round trip from most of their 
users, 


AFFILIATION FOR LIBRARY SERVICE 


3, Library trustees, librarians, governing and appropriating bodies 
have the moral responsibility to work toward affiliation of all li- 
braries with one another for the purpose of providing citizens of 
Missouri with standard library service. This applies with equal force 
to libraries in metropolitan areas as well as to those in isolated 


rural localities. 


4, The system library 
in cooperation with other 
library systems should 
develop policies and pro- 
cedures for reciprocal 
borrowers! privileges so 
that any person in the 
area served by the system 
can freely use materials 
from any library. This | 
interchange of borrowing 
privileges should event- 
ually cover the entire 
state. Uniform lending 
policies and procedure 
should be actively pro- 
moted and followed as 
far as possible. 


Area and community libraries should participate 
in the plans and programs to establish reciprocal 
borrowers! privileges and the efforts to make uni- 
form lending policies and procedures. 
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SYSTEM RESOURCE LIBRARY 


AS 


5. The system library 
should formulate policies 
and develop procedures to 
provide a wide variety of 
materials, including non- 
book materials, and for a 
regular, orderly, fruit- 
ful exchange of materials 
between libraries in the 
system. 


6. The system library 
should organize and ad- 
minister the interlibrary 
loan program of the system 
and the referral of in- 
formation and reference 
questions. Requests 
should be channelled from 
the library user to the 
central library before 
materials are requested 
from outside the system. 


7. The system library 
should operate as a ware- 
house for the system, keep- 
ing items used only occa- 
Sionally by the libraries 
in the system. Such de- 
pository of materials 
should be coordinated 
cooperatively by the 
appropriate library 
agencies of the state. 

In all cases, the most 
satisfactory modern 
processes for preserv- 
ing such materials for 
use when needed are 

to be used. 


215s 


AREA LIBRARY COMMUNITY LIBRARY 


Area and community libraries should, for the 
benefit of the users, take advantage of all 
opportunities to participate in exchanging 
materials, following established policies and 
procedures. 


For the benefit of their users, area and com- 
munity libraries should understand and take full 
advantage of the system's interlibrary loan pro- 
gram and refer unanswered information and refer- 
ence requests to the system library. 


To provide their regular users with the widest 
array of current materials, yet preserve materials 
of occasional value, area and community libraries 
should participate through the system library in 
regional and state plans to deposit in a desig- 
nated library rarely called-for materials for 
use when needed. 


-16- 
SYSTEM RESOURCE LIBRARY AREA LIBRARY COMMUNITY LIBRARY 
8. The system library, In order to gain more time for direct service 
with the assistance of the to users and bring their libraries up to accepted 
state library extension standards of operation, area and community 
agency, should assume the libraries should participate in and make use of 
responsibility for stimu- all joint services and activities. 


lating, studying, plan- 
ning, and experimenting in 
improving library service 
on a city, county, region 
or area basis. It should 
administer joint services 
and activities which will 
enable the participating 
libraries to achieve to- 
gether standards which 
would be beyond their 
individual reach, -e.g.,a 
union catalog of materials, 
cooperative materials eval- 
uation and selection, cen- 
tralized purchasing, cata- 
loging and processing, use 
of cooperative film serv- 
ices, in-service training 
and specialized professional 
guidance and services. 


9. All public libraries should know and make full use of the resources 
and services available to them, either through the system library or coop- 
eratively, from state and federal library agencies, e.g., planning, 
research, advice, training, loans, publications, grants, etc. 


INTERLIBRARY RELATIONSHIPS 


10. Since close working relationships among all types of libraries in 
Missouri will ultimately result in improved library services to all, public 
libraries should constantly examine methods of more effective cooperation 
among all kinds of libraries in the community, giving special attention to 
the necessity for the full utilization of all existing library resources, 
e.g., schools, colleges, special libraries, etc. They should further 
initiate, promote and support such cooperative undertakings as will expe- 
dite improved library services in the state. 


11. All public libraries should initiate and support a program of joint 
planning with regularly scheduled meetings, at least annually, between 
those responsible for school and public library service (librarians, school 
administrators, teachers, and school and library board members) to discuss 
working relationships as well as improvements in both library programs. 


12. In any working relationship established between libraries, suitable 
contractual arrangements acceptable to the libraries involved should be 
made. 
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SYSTEM RESOURCE LIBRARY AREA LIBRARY COMMUNITY LIBRARY 
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GOVERNMENTAL ORGANIZATICN 


13. All public libraries should be established and maintained accord- 
ing to Missouri's library laws; librarians and trustees, with the help 
of interested citizens, should constantly seek to strengthen the concept 
of library systems through improving and modernizing the state's library 


law. 


14, All public libraries, as agencies of local government, should be 
controlled by boards of library trustees according to law. As govern- 
mental agencies they should also cooperate with all other such agencies. 


15, All library trustees, appointed for staggered terms, should be 
chosen for their value to the citizens, government and library in inter- 
preting the needs of the community, the will of the government, and the 
policies of the library. While the personal attributes of trustees are 
paramount in making appointments, the board should also be broadly repre- 
sentative of the community. 


16, All library boards of trustees should make it their personal re-_ 
sponsibility to attract capable people into board service by advising 
those responsible for appointments of the availability of such qualified 
individuals. They should further give these individuals a concept of mod- 
ern library.service and of their functions as trustees through participat- 
ing in trustee conferences, joining MLA, ALA and ALTA, plus further study. 


17, All library trustees should assume responsibility for knowing the 
legal provisions relating to their duties and powers. Appropriate respon- 
sibilities and functions are: (1) select and appoint a competent librar- 
ian administrator with particular emphasis on the public administration 
aspects of the position; (2) determine library objectives, functions, and 


. set library policies; (3) advise in preparation of the library budget, ap- 


prove its final form and work for adequate financing of library services; 
(4) provide or work toward obtaining adequate modern physical facilities 
for the library, together with proper upkeep and maintenance; (5) foster 
working relationships with officials, governmental boards, committees and 
private agencies; (6) interpret the library to the community and the com- 
munity to the library; (7) actively plan for growth and development of li- 
brary. service, relating such plans to local, regional, and state objectives 


18. All boards of library trustees should assume direct responsibility 
for assuring that long-range planning for public library development is 
recognized as an essential function of local government, and should be in- 
cluded with other plans for community or regional development. 


19, The administrator of the system library, members of the library 
system, the staff, and library trustees should study and formulate policies 
for all service units. Full responsibility for directing programs, serv- 
ices, book selection, personnel, and building management should be dele- 
gated to the administrator. : 
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LIBRARY FINANCE AND FISCAL POLICIES 


As the level of government responsibile for education, the state has a 
direct obligation for adequate financing of library service over the state. 
The cost of public libraries, as of public schools, should be shared between 
local units of government and the state. The guiding principle behind state 
financial contributions to local library service is that of insuring adequate 
service to all residents of the state, Included in this principle are the 
following points: 

The state should share in the direct costs of a minimum standard of 
local public library service, since it is the largest and most regular form 
of continuing education in the community. 

Direct icici. eratis to local library systems should be based on the 
attainment of minimum standards of organization, on the qualifications of 
professional personnel, and on the effort for financial support for libraries 
on the part of local government. These levels of financial support and of 
personnel to be achieved locally are to be specified in state regulations 
and based upon conditions within the state, with the state's library plan of 
service serving as a guide. 

The state share in the financing of a local public library system. 
should be at least one-third to one-half of the total cost of a sound minimum 
public library program as set forth in this state plan for library develop- 
ment. The state share in financing schools provides a guide to the appro- 
priate share for public libraries. 

State legal provisions should encourage local fiscal responsibility for 
library service but should not impose arbitrary restrictions on localities, 
such as tax-rate limitations, It is the function of the state to insure 


minimum service but not to limit the quality of educational facilities. 
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Additional state financial aid for library systems should help to equal- 
ize resources and services across the state, providing extra help for local- 
ities least able to finance sound facilities from local funds. The assist- 
ance may take the form of direct ernie or services and materials. 

“State financial assistance should be provided on a short-term basis to 
help meet the substantial costs involved in organizing or reorganizing local 
units into systems of adequate size. As a guide for determining the minimum 
costs of the operation of a system, the latest edition of Costs of Public 
Library Service, supplement to ALA Standards, is to be used. 

When an existing large library, such as the St. Louis and Kansas City 
Public Libraries, is used for supplementary service to ieee. Debeaates over 


the state and functions as a major resource center, the state should share 


in the financing of those general facilities on which it depends. 


SYSTEM RESOURCE LIBRARY AREA LIBRARY CCMMUNITY: LIBRARY 


20. All library trustees should know, observe and utilize Missouri's 
legal provisions relating to income and expenditures of library funds. 


21. In financing improved library service it is essential that all 
governmental units supporting any type of library service provide fully 
adequate funds to furnish modern standard library service to citizens 
of the area. This presupposes that arbitrary restrictions, such as 
tax-rate limitations, will no longer be imposed on localities by the 
state, as it is the function of the state to insure sound minimum 
service but not to limit the quality of educational facilities such 
as libraries. 


22. The financing of library systems should be developed under the 
above provision (21) and according to methods currently in use (dis-- 
trict or cooperative) or any improved methods which may be developed 
later. They should include local fiscal responsibility, coupled with 
assistance from state government, in the financing of public library 
service, 


23. Direct financial grants to library systems should be conditional 
on the meeting or potential achievement of minimum standards of organ- 
ization, qualification of professional personnel, and financial effort 
for library support on the part of local government. 


~20- 


SYSTEM RESOURCE LIBRARY AREA LIBRARY COMMUNITY LIBRARY 


24, All public libraries are required by law to prepare an annual 
budget presenting a complete financial plan for the ensuing budget 
year. Such budget should be prepared and used as an effective manage- 
ment instrument reflecting current and long range plans. Library 
trustees and the administration have the added responsibility of inter- 
preting the financial needs and policies to the. public and local gov- 
ernment officials, 


25. The system library should formulate policies and develop pro- 
cedures to purchase supplies and equipment for all members of the 
system to insure quality and economy. 


26. The system library, in addition to supplying the State Library 
with the required annual report, should collect information and main- 
tain proper records and reporting to local government officials for 
the purpose of analyzing, evaluating, and improving the service pro- 
gram of the library system. Such records should be scrutinized peri- 
odically and eliminated if they serve no further useful purpose. 


97, ‘The system library Area and community libraries in a system 
should provide the neces- should send their reports to the system li- 
sary forms and instruc- brary. 


tions to the individual 
libraries in the system 
to compile a complete 
record of the library 
service within the area. 
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SERVICE 


The ultimate aim of all public library activities is service to the in- 
dividual. The public library exists to provide books and non-book materials’ 
which convey ideas, share experiences or widen horizons. The library staff 
offers guidance in the use of these materials to individuals and groups. 
Service is a sound starting point both for establishing and applying stand- 
ards. It is the true meaSure of a public library. 

Service provided by the library must be based on definite objectives. 
It must be related to community needs and interests and must be available at 
hours most convenient for the users. Standards must reflect the necessary 
variations in library programs as required by different communities. The 
existence of other library services in the area should influence the character 
and emphasis of service given by any particular library, providing for a 
realistic coordination of various services for the sole benefit of the library 
user. 

Children, young adults, and adults of all ages gain knowledge, enjoy 
vicarious experiences, and garner ideas chaoueh books and other materials as 
well as through the library activities and programs in which they take part. 
An effective lending service permits convenient, liberal use for all persons. 
Informational and research service supplies factual information and materials, 
while guidance and interpretation of the library and its resources provide 
direction and dieieea.. Public information stimulates use and informs people 
of the library's services. Yet the public library exists not only to serve 
the patron who finds his way to the service units, it exists for the improve- 
ment of the civic, cultural and educational life of the entire community. 


When the public library offers these opportunities frequently enough and with 


sO 
a wide enough appeal, the community will eventually form a favorable opinion 
of the library and its services. 

As the central agency for continuing, lifelong education the public li- 
brary has no parallel. Librarians who interpret as well as supply the books 
and materials used in this pursuit will help the individual to read with 
understanding, discrimination and judgment. They will help him to develop the 
ability to apply intelligently what is learned and thus live an enriched, more 
satisfying life. They will thereby enrich the recreational, -intellectual and 


cultural life of the community which the library serves. 
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OBJECTIVES 


28. All public libraries should: adopt a written statement of general 
long-range objectives and specific goals in reaching library service 
of standard quality. They should outline a service program to achieve 
the objectives and plan to accomplish specific goals within a designated 
time. The written statement should form a definite commitment on the 


part of library trustees and librarians to the cause of raising the qual- 


ity of library services, rather than to service based on expediency of 
the moment. Periodic reviews of the statement are essential in the 
light of new developments and knowledge. 


COMMUNITY RELATIONSHIPS 


/ 


29. All public libraries should develop their services, evaluate 
their programs, and make such changes as dictated by an increased under- 


standing of the nature and value of services to groups and organizations, 


with a wide extension of these services where called for. Community 
studies and analyses should be used to provide the necessary basic in- 
formation. 


30, All public libraries should be represented and the staff should 
serve in community organizations and agencies concerned with adults, 
young adults and children in order to further greatly increased coopera- 
tion with all school and non-school educational agencies in the commu- 
nity, and constructive, fruitful planning for coordinated services, 


31, All public libraries should develop a method of keeping informed 
at all times of activities in the community and should be constantly 
alert to opportunities for service, 
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HOURS OF SERVICE 


32, The system library . (The area library The community 1li- 
must be open for service must be open for serv- brary must be open for 
to individuals and other ice at fixed times and service at fixed times 
libraries in the system uniform hours, at and uniform hours, at 
at fixed times and uni- least 56 hours per least 20 hours per 
form hours, at least 69 week, including eve- week, including evening 
hours per week, includ- ning hours. hours. 


ing evening hours. 


33. Services should be maintained for all library users--children, young - 
adults and adults--during the hours open for service. 


34, All public libraries should regularly review the hours of service to 
consider their adequacy for the community. 


INTERLIBRARY RELATIONS 


35, All public libraries should work together with other libraries, e.g., 
special and research, school, college and university libraries, to provide © 
service to the clientele of those libraries through supplementing and 
strengthening each other's sérvices, 


36. Cooperative programs with school libraries should be developed to 
provide coordinated and adequate service to students. Public library serv- 
ice to schools is not a substitute for a library within a school. Public 
library activities should be designed to encourage the growth of school 1li- 
braries. Written statements covering their respective responsibilities in 
relation to their areas of service should be adopted by school and public 
library officials. 


CIRCULATION 


37. In all public libraries, materials, except those which are judged by 
the librarian to be irreplaceable or in frequent demand, should be avail- 
able for use outside the public library, either to individuals or to other 
libraries. 


38, The lending regulations of all public libraries should allow suf- 
ficient materials, time, and freedom for use by the reader and still be 
consistent with the best use of library resources. 


39, All public libraries should make full use of uniform loan periods, 
reciprocal borrowers' privileges, regular delivery service, and interlibrary 
loan procedures within their library systems. 
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40, The system library 
should encourage liberal 
exchange of materials be- 
tween libraries and intra- 
system loan procedures 
and regulations. It 
should seek to maintain 
full equality of service 
among those using the 
system library, area or 
community libraries, or 
bookmobiles. 


REFERENCE 


41, The system library 
should provide to all per- 
sons and to other li- 
braries factual informa- 
tion and research, as- 
sistance in locating the 
needed materials ona 
wide range of topics and 
special subjects, and 
should give professional 
guidance and interpreta- 
tion. 


42, The system library 
should provide biblio- 
graphic aid and informa- 
tional service on a wide 
range of subjects; should 
give guidance to materials 
and resources outside of 
the library; and, as ap- 
propriate, should select 
and assemble material to 
answer subject requests 
for study and research. 


For the benefit of all readers and to refresh 
library collections, both area and community li- 
braries should participate in the program for reg- 
ular and frequent exchange of materials, 


The area library 
should provide factual 
information most fre- 
quently requested and 
of great urgency on a 
wide range of topics 
and about subjects 
which are of special 
importance in the life 


of the community; e.g., 


agriculture, business, 
labor, education. 
Questions which can- 
not be answered 
through the resources 
available in the area 
library should be re- 
ferred to the system 
library. 


The area library 
should provide general 
bibliographic aid and 
informational service 
to individuals and to 
other libraries and 
guidance to resources 
within the library 
system, and, as appro- 
priate, should select 
and assemble material 
to answer subject re- 
quests for study and 
research, 


The community library 
should answer questions 
which arise most fre- 
quently in the daily 
lives of the people 
served. Any questions 
not answered through 
the resources available 
in the library should 
be referred to the area 
and system libraries, 


The community library 
should provide simple 
bibliographic informa- 
tion and assemble avail- 
able material to answer 
subject requests for 
study. It should at 
all times rely heavily 
on the services and 
facilities of the area 
and system libraries 
in order to supply its 
users with reference 


- service of high quality. 
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43, All public libraries should provide guidance and instructional serv- 
ice to individuals and groups in the use. of the reference collection. 


uu, The system li- 
brary should provide tel- 
ephone informational and 
reference service to in- 
dividuals and should 
utilize the most effec- 
tive, rapid means of com- 
munication to serve resi- 
dents and libraries in 
the system. 


45, The system li- 
brary should maintain a 
central source of infor- 
mation about educational 
opportunities for chil- 
dren, adults, and young 
adults, about organiza- 
tions in the area, and 
may provide .nformation 
about individuals or 
groups who offer pro- 
grams and individuals who 
serve as resource persons. 


46, The system li- 
brary should act as liai- 
son between libraries 
in the system and in the 
area, and other agencies. 
When the request cannot 
be answered within the 
library, the patron 
should be assisted in 
utilizing resources out- 
side of the library. 


The area library 
should provide tele- 
phone informational 
service to individuals 
in the community and 
to other libraries, and 
utilize any other ef- 
fective means of com- 
munication to extend 
and develop the serv- 
ice, 


The community library 
should provide tele- 
phone informational 
service to persons in~ 
the community, and 
should speed informa- 
tional service to in- 
dividuals by regularly 
and promptly relaying 
requests for informa- 
tion to the area and 
system libraries by 
telephone if necessary. 


The area and community libraries should maintain 
a central source of information about educational . 
opportunities and organizations in the community 
for children, young adults, and adults and should 
utilize the resources of the system library for 


these kinds of information. 


The area library 
should act as liaison 
between its patrons and 
other library and non- 
library sources of in- 
formation, both within 
and outside of the com- 
munity,and refer ques- 
tions requiring special- 
ized aid to the next 
appropriate point, in- 
cluding the system li- 
brary. 


The community library 
should refer questions 
requiring specialized 
aid to the next appro- 
priate point and direct 
patrons to other sources 
including the area and 
system libraries, al- 
ways verifying whether 
the patron's needs have 
been met. 


SYSTEM RESOURCE LIBRARY 


47, The system li- 
brary should provide in- 
tensive reference and 
searching service in se- 
lected subject areas de- 
termined by the inter- 
ests and needs of the 
area, fine arts, science, 
local history, etc. Spe- 
cial services may include, 
within justifiable lim- 
its, preparation of re- 
ports, compilation of 
statistical information, 
abstracting, and produc- 
tion of reference aids 
needed by the community 
or by the library system. 
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The area library 
should provide inten- 
Sive reference and 
searching service in 
the areas of its spe- 
Cialties. Special 
service needs should be 
referred to the system 
library. 


The community library 
should refer requests 
requiring intensive 
reference and searching, 
and requests for spe- 
Cial service to the 
system library. 


48, All public libraries should provide individual reading guidance and 
counsel to children, young adults and adults. 


49, The system 1li- 
brary should provide 
guidance and direction in 
the choice and use of 
books and non-book mate- 
rials through annotated 
lists and reading courses, 
selected book collec- 
tions and displays, in- 
cluding materials on 
controversial and com- 
munity concern. It 
should provide guidance 
to other libraries in the 
system. 


The area library 
should provide guidance 
and direction in the 
choice and use of books 
and non-book materials 
through annotated lists 
and reading courses, 
selected book collec- 
tions and displays of 
all types. It should 
utilize the guidance 
provided by the system 
library. 


The community li- 
brary should provide 
all possible assistance 
in the choice and use 
of book and non-book 
materials, making ex- 
tensive use of the 
materials and services 
as well as guidance 
offered by the system 
library. 


50, All public libraries have the responsibility of interpreting the . 


contents of books and non-book materials through activities such as story- 
telling, group reading aloud, planned programs, book talks, and book dis- 
cussions for the purpose of increasing the individual's knowledge, appre- 
ciation, and understanding of himself and his world. The total educational 
resources of the community and the system should be utilized for this pur- 
pose. 
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51. All public libraries should provide guidance and counsel to individ- 
uals and groups, formal and informal, in planning, organizing, ,and con- 
ducting significant activities and programs for ‘persons of all ages. Guid- 
ance should include advice and help on program planning, resource persons 
and ‘materials, methods and facilities. When possible, the library ‘should 
provide resource persons, materials, facilities and equipment. 


om 


52, All public libraries should present regularly for children, young 
adults and adults of. all ages appropriate group activities such as film 
programs, book talks, lectures, storytelling, special subject programs-- 
poetry, music, art appreciation, play reading and others, as well as read- 
ing improvement programs. Community libraries will fit these programs to 
the needs of the community and will rely heavily on other libraries in the 
system to provide programs of comparable quality to wees provided else- 


where in the area, 


53. All public libraries should accept the responsibility for initiating 
and stimulating educational programs needed in the community and area or 
those uniquely suited to the library. At times ‘they should focus their ~ 
resources and services on socially significant questions. They should not 
attempt to duplicate programs and services offered by other community agen- 


cies. 


# 


54, All public libraries should co-sponsor and cooperate in activities 
with community groups whose aims are appropriate to library objectives. 
Cooperation may be limited to the provision of books and materials; when- 
ever possible, guidance and stimulation in théir use should be provided. 


55. The system library 


should have a specific pro- 


gram to inform the commu- 
nity in an interesting 
and understandable way 
about library services, 
activities and collec- 
tions in the library sys- 
tem, by such means as 
displays and exhibitions, 
publications and informa- 
tion leaflets, booklists, 
popular reports, televi- 
Sion announcements, radio 
and television publicity, 
newspaper and magazine 
articles, and service 
talks. It should also 
make such public infor- 
mation services available 
to other libraries in 
the system. 


Area and community libraries should have special 
local information programs and should take full 
ddvantagé of public information services that are 
available to them through the system library, 
addpting as may be necessary. 


~28- 
BOOKS AND NON-BOOK MATERIALS 


By its very definition, the word library denotes a collection of books, 
It is only in the last few decades that a public library has come to mean 
more-~-to mean a market place of ideas which are recorded and expressed in 
various ways. Public library materials may include all forms of recorded 
knowledge--specifically books, periodicals, pamphlets, aeuseaeeee: pictures, 
slides’ and films, music scores, maps, recordings of both music and the spoken 
word, plus the various forms of micro-reproduction. 

To be of service, the library collection should be built with considera- 
tion for the educational, recreational, esthetic and research functions of 
the library in relation to the service program and to the needs and interest 
of the people. 

An acquisition policy statement will answer the question, "What subjects 
will be included in the collection and how comprehensive will be the coverage 
of each?" The statement will answer the further question, "Which particular 
book on the subject, which pamphlet, which magazine, which film, which record- 
ing will be most valuable?" Provision must be made for the maintenance of 
the collection--replacement, repair, rebinding, or removal of materials through 
discarding or centralized storage. 

As a guide to building a collection which will fulfill its purposes, 
certain basic principles must be followed. Materials of quality must be pro- 
vided to meet the expressed and potential needs and interests of the community. 
A variety of viewpoints should be represented insofar as possible. 

It is recognized that the local library is the first and most convenient 
resource for all readers and that it must be affiliated with other libraries 
in order to make additional materials available. Within the system of li- 


braries there should be a sufficient variety of materials with duplication 
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to serve the several units. The existence of other library collections in 


the area will influence the holdings of the public library. 


= Yr 


Materials of good quality in sufficient quantity to meet the needs of 


users, easily accessible to all, are essential for effective service, 
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POLICY 


56. All public libraries should have a written statement of policy 
covering the selection and acquisition of books and non-book materials. 
These statements should define staff responsibility and be approved by the 
library's governing body. The acquisition policy should include state- 
ments on the following: (a) the library's objectives and the community 
needs -to be reflected in acquiring materials for all ages and interest 
groups, (b) the scope, emphasis, and limits of the collection, and (c) the 
relations to collections in other libraries for materials not appropriately 
held. The selection policy should include a statement on the following: 
(a) the principles and criteria that govern selection, (b) the library's 
position on the Library Bill of Rights and the Freedom to Read statement, 
and (c) the library's reliance on other resources, 


BUILDING THE COLLECTION 
597, All public libraries should build or have available through system 

or cooperative affiliations a collection of book and non-book materials 

to achieve library objectives and to meet the expressed and potential needs 

of individuals, organizations, and agencies in the community, e.g. busi- 

nessmen, homemakers, retired persons, civic clubs, churches. 


98, In all public libraries, the annual budget allocation for the mate- 
rials collection should reflect the objectives of the ae | and the 
needs of all age groups in the community, 


59, The collection of 


The area library 
the system library should 


should contain mate- 


The community li- 
brary should have ac- 


contain the varied view- 
points on complicated and 
controversial questions 
of a factual or imagina- 
tive nature, including 
new, unpopular, and 
unorthodox positions on 
the greatest possible 
variety of subjects. It 
should have access to 
additional highly spe- 
Cialized materials. 


rials on the various 
opinions which apply 
to the fields of con- 
troversy about which 
there is general con- 
cern in the community; 
Should have access to 
materials representing 
varied viewpoints on ° 
the greatest possible 
variety. of subjects 
and to specialized 
materials as needed. 


cess to materials rep- 
resenting varied view- 
points on the greatest 
possible variety of 
subjects and to any 


other specialized mate-_ 


rials needed. 
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60. In all public libraries, materials should not be removed from the 
collection because of pressure by groups and individuals when the mate- 
rials serve the purpose of the library, are of required quality and relate 
to an existing interest or need. 


61, All public libraries should establish consistent methods of com- 
munication to keep informed about the materials of other libraries in the 
area in order to realize maximum use of all resources. 


QUALITY 


62. The collection in all public libraries should contain materials 
which have been selected for the library user on the basis of the value 
and significance of the subjects, the authority and intent of the author, 
and the effectiveness of presentation and format. 


63. Specialized appropriate resources and nationally recognized guides 
to quality materials should be utilized in the selection and evaluation of 
the collection in all public libraries. 


COMPOSITION OF THE COLLECTION 


64, The major resource libraries within the state--the State Library, 
the St. Louis and the Kansas City Public Libraries--should provide refer- 
ence and research materials in depth to the state as a whole, with a book 


collection of 500,000 volumes or more each, 


In their role as major re- 


source libraries they are to supplement, not supplant, the.service pro- 
vided by all other public libraries in the state. 


65. The system library 
should provide a range 
of currently useful mate- 
rials on all subjects for 
readers of all ages, and 
resources in fields of 
Special interest to the 
area. It should provide 
extensive reference and 
research needs for its 
area and should have 
access to other libraries 
for seldom used and spe- 
cialized materials. 


A variety of cur- 
rently useful materials 
on the main interests 
in the community should 
be available in the 
area library in such 
fields as health, fine 
arts, education, pub- 
lic affairs, science, 
standard works of lit- 
erature and how-to-do- 
it books. Basic and 
reference materials 
should be provided in 
a full range of sub- 
jects of interest to 
the community. Through 
the system library 
there should be access 
to other libraries for 
additional resources. 


A variety of cur- 
rently useful materials 
on the main interests 
in the community should 
be available in the 
community library in 
such fields as health, 
fine arts, education, 
public affairs, sci- 
ence, standard works 
of literature and how- 
to-do-it books. A col- 
lection of most fre- 
quently used basic 
reference materials 
should be provided. .: 
All additional needs 
should be referred to 
the area or system li- 
brary. 
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66. The currently use- 
ful books in the system 
library should total at 
least 100,000 volumes. 
The volumes in the adult 
collection should total 
at least 60 to 65% of 
the entire book collec- 
tion. The young adult 
collection should be com- 
posed primarily of adult 
titles but should include 
appropriate juvenile 
titles. The volumes in 
the children's collection 
should be approximately 
33% of the entire book 
collection. 


67. At least 4,000 
separate titles, of 
which the major share 
shall be new to the col- 
lection, should be added 
annually to the system 
library, including at 
least 400 children's 
titles and approximately 
290 new adult titles se- 
lected as of interest 
to ycung adults. Dupli- 
cation of titles should 
bring the annual acqui- 
Sition of all the units 
in a system to one vol- 
ume for every five peo- 
ple in a system serving 
up to 100,000 population, 
with a smaller per cap- 
ita rate of acquisition 
in larger systems. Of 
this total number, ap- 
proximately 30% should 
be added to the collec- 
tion of the system li- 
brary in order that 
there may be sufficient 
copies for interlibrary 
loan, deposit and 


The currently use- 
ful books in the area 
library should total 
at least 20,000 vol- 
umes or 2 per person 
served, whichever is 
larger. The volumes 
in the adult collec- 
tion should total at 
least 60 to 65% of the 
entire book collection. 
The young adult collec- 
tion should be com- 
posed primarily of 
adult titles but 
should include appro- 
priate juvenile titles, 
The volumes in the 
children's collection 
should be approximately 
33% of the entire book 
collection. 


At least 2,000 vol- 
umes should be added 
to the area library 
collection annually; 
of these at least 1/2 
should be new titles, 
while the other half 
may be duplicates, re- 
placements, or older 
titles, depending upon 
the condition of the 
collection. The area 
library should make 
active use of the pro- 
visions for interchange 
of materials within 
the system, 


The currently useful 
books in the community 
library should total at 
least 6,000 volumes or 
2 per person served, 
whichever is larger. 
The volumes in the 
adult collection 
should total at least 
60 to 65% of the en- 
tire book collection. 
The young adult col- 
lection should be com- 
posed primarily of 
adult titles but should 
include appropriate 
juvenile titles. The 
volumes in the chil- 
dren's collection 
should be approximately 
33% of the entire book 
collection. 


At least 500 volumes 
should be added to the 
community library book 
collection annually. 
In addition, at least 
25 to 40% of the book 
collection of the com- 
munity library should 
be drawn from the ro- 
tating collection of 
the system during the 
course of the year in 
order to afford users 
of the library the 
widest possible read- 
ing choices. 
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rotating collections. 
In a very large system 
having well-developed 
intermediate resource 
centers, a somewhat 
lower percentage may be 
assigned to the central 
library. 


68, The syStem library 
should annually provide 
at least 400 periodical 
titles with titles dup- 
‘licated as needed. Ap- 
propriate back files 
should be maintained, 
including those micro- 
filmed. 


69. The collection of 
newspapers for the sys- 
tem library should in- 
clude local papers, re- 
gional papers, and at 
least two nationally. rec- 
ognized newspapers, one 
of which has its own 
complete index. Files 
of significant news- 
papers should be re- 
tained on microfilm, The 
system library should 
also be aware of the 
historical value of 
newspaper files and make 
itself responsible to 
see that files of all 
newspapers within its 
area are available in 
unbroken files and on 
microfilm wherever pos- 
sible. — 


Approximately 140 
periodicals which are 
indexed in the Readers! 
Guide Unabridged, with 


additional appropriate 


selections from spe- 
cialized periodical in- 
dexes, should be pro- 
vided in an area li- 
brary. Periodical back 
files should be re- 
tained according to 
need. A microfilm 
reader should be pro- 
vided to make use of 
the microfilmed files 
obtained from the sys- 
tem library on inter- 
library loan for refer- 
ence purposes. 


The collection of 
newspapers in an area 
library should include 
the local and regional 
newspapers and a na- 
tionally recognized 
newspaper. They should 
be retained in back 
files as needed. 


A minimum of 20 peri- 
odicals which are in- 


dexed in Readers! Guide Un- 


abridged and are not 


generally included in 


family subscriptions 
should be provided in 
a community library, 
Periodical back files 
should be retained ac- 
cording to need. Back 
files in the system 
library should be heav- 
ily relied on for ref- 
erence service in the . 
community library. 


The collection of 
newspapers in a com- 
munity library should 
include the local and 
regional papers. They 
should be retained in 
back files as needed. 
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70. The system library 
should be able to pro- 
vide extensive informa- 
tion about films and 
should have access to as 
wide a collection of 
films as possible 
through: (1) member- 
ship(s) in a film coop- 
erative; (2) rental 
agreements with major 
film libraries; (3) a 
basic permanent or semi- 
permanent collection of 
carefully selected films 
acquired through gifts, 
long-term deposit, or 
purchase. 


71. The system library 
should have at least 5,000 
long-playing discs, not 
including duplicates, 
with at least 500 new 
discs purchased annually. 


APPRAISAL OF THE COLLECTION 


72. The system library 
should examine its mate- 
rials collection system- 
atically for the removal 
of physically worn-out, 
out-of-date, and no 
longer useful. and -appro- 
priate materials. Annual 
discards will normally 
average 5% of the total 
collection. Seldom- 
called-for materials or 
material useful for his- 
torical or research use, 
evan if out of date, 
would not be discarded 
as no longer useful but 
would, because of the 
system library's impor- 
tance as a reference 
cénter, be deposited in 
the area or state-wide 
depository of little 
used materials. 


Area and community libraries should (1) provide 
information about films (2) have access to the sys-. 
tem library's film membership, film collection or 
any other films in the system. 


The community li- 
brary should provide . 
information about rec- 
ords and borrow from 
the system library. 


The area library 
should provide at 
least 500 long-playing 
discs in its collec- 
tion; and borrow as 
needed from the system 
library, 


The materials collection in the area and com- 


munity libraries should be examined, etc. system- 


atically for the removal of physically worn-out, 
out-of-date, and no longer useful and appropriate. 
materials, Annual discards will normally average 
5% of the total collection. Seldom-called-for ma- 
terials of historical or research value are to be 
sent to the system library for deposit. 


Zoi 


FERSONNEL 


The quality of public library service in Missouri depends upon the main- 
tenance of high standards for personnel, If public library systems are to 
provide an adequate and effective program, it is necessary that each system 
in the state be administered by a competent, professionally qualified, well 
selected and properly compensated staff. Library boards of trustees are re- 
sponsible for the employment of personnel that will insure technical compe- 
tence and inspiring, far-sighted and imaginative leadership. 

Libraries should observe good personnel administration practices; should 
provide for the comfort and welfare of their employees, including provisions 
for health, life and retirement insurance. Salaries should be high enough 
to attract and hold qualified personnel. The staff should be sufficiently 
large to carry out all the tasks and duties relative to the library's program. 


Finally, and of vital importance, libraries should actively recruit for the 


profession of librarianship in order to insure the supply of librarians needed. 


A competent staff with high job satisfaction and morale is the founda- 


tion stone on which effective library service is built, 
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73. The system li- The area library The community li- 

brary should have at should be headed by a brary should be in 

least one experienced professional librarian. charge of a suitable 
professional librarian This head librarian person with the best 
in each of the follow- should use the spe- available educational 
ing aspects of library — cialized guidance which background and library 
service: ; is available; he training. He should 

1. Administration should work with the utilize the profes- 

2. Information and ad- staff of the system li- Sional guidance which 
visory service for brary. There should is available; should 
adults be at least 2 addition- work with the staff of 

3. Information and ad- al full-time staff mem- the system library and 
visory service for bers who shall be further his profes- 
young adults trained librarians or Sional education by 
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u, Infortation and ad- 
visory service for 
children 

5. Information and ad- 
visory service for 
film and other audio- 
visual aid use 

6, Organization and con- 
trol of materials 

7. Extension services 

8. Other subject spe- 
cialties as needed. 

‘There should be an 
adequate number of ad- 
ditional professional 
librarians to meet de- 

mands made on the li- 

brary, and a supporting 

staff of library as- 

Sistants and clerical 

workers. The eventual 

goal for service is set 

at 1 professional li- 

brarian for every 5,000 

people served by the en- 

tire library system. 

The total number of em-. 

ployees should approx- 

imate one full-time em- 
ployee, exclusive of 
maintenance workers, 
for every 2,500 persons 
served, at least 1/3 of 
which are to be profes- 
Sionally trained. 


74, Professional 
staff should be available 
to provide information 
and advisory service at 
all ‘hours when the sys- 
tem library is open to 
the public. 


college graduates with 
some training in li- 
brdry science. The to- 
tal number of employ- 
ees should approximate 
one full-time employ- 
ee, exclusive of main- 
tenance workers, for 
every 2,900 persons 
served. 


At least one pro- 
fessional staff member 
should be scheduled on 
duty whenever the area 
library is open. When 
this is not possible, 
the person in charge 
should know and be able 
to explain policies 
and services of the li- 
brary and serve the 
public adequately. 


attending as often as 
possible any workshops 
or other in-service 
training that may be 
provided. 


‘The person in 
charge of the commu- 
nity lrbrary should 
understand and be able 
to furnish the serv- 
ices of the library to 
the user, bringing peo- 
ple and books (or non- 
book materials) to- 
gether through a 
knowledge of the mate- 
rial available in the 
library and comprehen- 
sion of the needs of 
readers. 


=36= 
SYSTEM RESOURCE LIBRARY AREA LIBRARY - COMMUNITY LIBRARY 
75, The system library Area and community libraries should participate 
_should provide a program in in-service training for their staffs. Oppor- 
of routine and special- tunities for the staffs to participate in train- 
ized in-service train- ing offered by agencies and organizations at local, 
ing for its staff and regional, state and national levels should be pro- 


the staff of other li- . vided. - 
braries in the system. 
It should provide oppor- 
tunities for its own 

and other staff members 
in the system to partic- 
ipate in training pro-' 
grams offered by local, 
regional, state, and 
national organizations 
and agencies. 


76, The chief librarian is appointed by the library trustees and is the 
library's chief administrator. He is the channel of communication between 
the staff and the board. 


77. Written statements of policy on personnel management should be 
adopted by the library trustees, carried out by the administrator and made 
available to all staff members, 


78. The public library should have a position classification plan, 
grouping similar positions together for equitable personnel administration, 
Rates of pay and other compensation for professional staff members should 
be comparable in all grades and steps with rates of pay in other profes- 
Sions requiring similar educational preparation and with which libraries 
must compete on a national scale. Nonprofessional personnel should re- 

_ceive pay and compensation comparable to that received for similar work 
under similar conditions in the locality. Personnel who are fully quali- 
fied should be given advancement to positions of greater responsibility 
in the system before recruiting from outside the system. 


79. Professional staff members should serve a one-year probationary 
period, and other library staff members should serve a probationary period 
of at least six months. 


80. The public library should adopt personnel policies which include 
the following benefits: 

The vacation allowance for persons holding professional positions 
should be not less than one month annually, and for nonprofessional employ- 
ees should conform with professional vacation allowances or, when neces- 
sary, with prevailing local employment practice; 

Vacation and sick leave benefits on a prorated basis for permanent part- 
time staff; 

Local and state retirement benefits; 

Daily rest periods; 
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Sick leave of one working day per month, cumulative to a specified num- 
ber of working days; 

Leave of absence without pay and without loss of seniority for pur- 
poses of travel, education, maternity, or extended illness, when such 
leave is not prejudicial to the best interests of the library; 

Travel expenses and official leaves to attend pEGt ene nonas meetings of 
major importance to the library; and 

Periods of professional reading. 
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ORGANIZATION OF MATERIALS 


Through adequate organization, books and other library materials may be 
located readily and made available promptly. Much of the quality of the 
service given in a library depends upon how well this part of the work is 
done. Organization includes asaies ae. classification and epcsenine the 
material for the reader. | 

Organization of materials should follow accepted principles of manage- 


ment, both in administrative practice and in scientific planning, for a 


smooth and rapid flow of work. Those public libraries of Missouri which have 
participated in cooperative processing services have recognized the advantages 


of applying such accepted principles of management to the field of book cata- 


loging and processing, Ample evidemce is available to prove that book cata- 
loging and processing, as well as purchasing, is a highly desirable form of 
centralized activity, freeing already overburdened personnel for more direct 


service to readers. 
SYSTEM RESOURCE LIBRARY AREA LIBRARY COMMUNITY LIBRARY 


81. Every system library 
should be a member of a 
cooperative processing 
center or have a volume of 
work sufficient to main- 
tain an economically pro- 
ductive department. 


82. In all public libraries there should be coordination among the 
staff members who work with the public, those who select materials for 
purchase, and those who attend to the technical processing. 


83. In a system library In area and community libraries maintenance 
any responsibility for the of records on library resources should be 
proper organization of assigned to designated persons. 


materials, whether within 
the library or done by a 
processing center, should 

be clearly defined and cen- 
tralized in designated staff 
members or a department. 
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84, Systematic planning and flow of work should characterize 
operations «in the organization of materials. 


ORDERING MATERIALS 


85, In all public libraries, there should be clearly defined 
procedures for coordinating information about materials to be 
purchased. 


86. The system library should cooperatively plan and organize 
centralized purchase of materials either through a processing center 
or within the library. 

87, In all public libraries, order records should be as simple 
as possible, yet show at any time what is on order, what has been 

‘received, and budget expenditures, balances, and encumbrances. 


88, The system library should keep up-to-date information on 
prices and sources of supply of library materials and should follow 
an established procedure for inspecting materials received. 


89. All public libraries, in spending public funds to the best 
advantage, should purchase books and nonbook materials from the 
sources which offer the best price in addition to acceptable service. 


90. In all public libraries, the various general services de- 
Signed to facilitate organization of materials--such as indexes, 
bibliographies, abstracts, printed cards and forms--should be 
utilized wherever possible. 


91, All public libraries should maintain a public catalog which 
lists the book collection materials by author, title (if distinctive) 
and subject, as well as appropriate indexes for nonbook materials. 
Directions for their use should be provided. 


92. The system library Area and community libraries should utilize 
should establish. and main- the procedures established for locating mate- 
tain procedures for locating rials in the system, 
materials that are available 
in the system and in the next 
immediate source. 


93. All public libraries should have a shelf list. It should show 
holdings and identify each title, distinguishing editions and copies 
from each other. Serial holdings should be recorded in a central file. 


| 94, In all public libraries cataloging procedures and records 
“should follow accepted methods as adopted by cooperative processing 
centers. Changes should not be made unless absolutely necessary and 
upon adequate proof that service to the public would decrease since 
the additional cost could not be justified otherwise. 
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95. Staff and book selection tools should be provided and routines 
planned to insure that new materials will be added to the collection 
promptly. 

96, All public libraries should recatalog and reclassify old mate- 
rials only when absolutely necessary to facilitate the use of important 
materials. Whenever feasible, cross references may be used rather than 
costly cataloging; e.g., "see also" subject references, 


97. All public libraries should remove promptly from public catalogs 
the records for missing or withdrawn items. 


PHYSICAL FACILITIES 

Certain broad principles must be observed in considering public library 
facilities in all communities. Fach library building should be planned to 
accommodate a library program emphasizing the use of its services and materials 
and should be sufficiently flexible and expandable to provide for changing 
requirements. It should be attractive in design, inviting to all library 
users, It needs to be well lighted, comfortable for staff and patrons in all 
seasons, and properly equipped and arranged for a maximum degree of efficient 
use. Furniture and equipment should harmonize with the architecture of the 
building. 

Different sized communities require different library programs, and these 


differences will be reflected in the physical facilities, There can thus be 


no single standard public library building, since each building, fully equipped, 


should be related to the library's service program. These guidelines, however, 
are included here in order to highlight consideration of those factors which 


will most likely lead to a satisfactory, efficiently planned building. 


SYSTEM RESOURCE LIBRARY AREA LIBRARY COMMUNITY LIBRARY ° 
PLANNING 


98. All public library trustees and library administrators should 
include library building--new, renovating, or remodeling--as part of 
the long-range improvement program of the community. 
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99, The library administrator and a qualified architect should work in 
full cooperation from the beginning of a building project to its completion. 


100. The library staff and library trustees should study standards and 
current literature on public library services and physical facilities. A 
consulting architect and/or consulting librarian with experience in a li- 
brary building program should be retained on all major projects. 


101. Planning of all public library buildings and quarters or renovation 
of old structures should start with a written statement covering objec- 
tives, activities, and requirements before even preliminary plans are 
drawn. The program statement should state as comprehensively as possible 
predictions of library growth and changing community patterns, the speci- 
fic needs of the library, and it should outline in detail the necessary 
areas, their space requirements, relationships, and functions within the 
building, and should chart generally the type and nature of furnishing and 


equipment. 


102, The system 1li- 
brary building should 
be planned and located 
using the most authori- 
tative predictions of 
library growth and chang- 
ing community patterns, 
allowing for expansion. 


103. The system li- 
brary should be planned 
for the housing and 
effective use of a com- 
prehensive core collec- 
tion of book and non- 
book materials. 


LOCATION 


104, The system 1li- 
brary building should be 
in a location which 
attracts a large number 
of people in the course 
of their daily activi- 
ties, with consideration 
given to the availabil- 
ity of’ parking and pub- 
lic transportation. 


The area library 
should be planned and 
located using the most 
authoritative predic- 
tions of library growth 
and changing community 
patterns, allowing for 
expansion or possible 
conversion into a com- 
mercial building 
should the area change. 


The area library should 
be planned for the 
housing and effective 
use of a collection of 
at least 20,000 cur- ° 
rently useful books, or 
2 volumes per capita, 
whichever is larger, 
and other materials 
used regularly in the 
community. 


Library quarters for 
the community library 
should be planned to 
provide space appro- 
priate for its services 
and function. 


The community 1li- 
brary should be planned 
for the housing and 
effective use of a 
minimum of 6,000 cur- 
rently useful books,or 
2 volumes per capita, 
whichever is larger, 
plus other materials 
used regularly in the 
community. " 


Area and community libraries should be as easy 
to reach and to use as the local shopping center. 
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EXTERIOR 


105. The design of all public buildings should provide a structure that 
is aesthetically suitable to its functions and surroundings. 


106, All library buildings should be well marked with a sign, including 
hours open, which is clearly visible, have the entrance at street level, 
provide for adequate outside lighting, have facilities for after hours re- 
turn of books. 


INTERIOR - ARRANGEMENT 


107. The building should be so planned that a single circulation desk 
could control the entire building, when desired. 


108. In all public library buildings or quarters, in order to provide 
for maximum flexibility, fixed walls should be kept to a minimum. 


109. A directory, displays, or other means to provide information about 
services and activities for library users should be located near the en- 
trance to the library. 


110, Rooms, service points and collections within the building should 
be clearly identified. a 


111. The sections of the public library which readers use most fre- 
quently should be located in proper functional relationship to each other 
and to the non-public areas with which they are concerned, 


112. The locations for receiving, cataloging and preparations of mate- 
rials should be interrelated and preferably on a single floor. Those 
libraries whose books are processed by a center will utilize this spece 


otherwise. 

113. In system and area libraries, points for A service desk 
service and supervision of readers should be located should be located to 
for convenience of users and consolidated for eco- provide for convenience 
nomical operation, of users and for super- 


vision of all public 
service areas. 


114, Stairways, elevators, book lifts, plumbing, and air-conditioning 
facilities should be located so as not to interfere with the flexibility 
in arrangement and possibilities for change of service areas. 


115. In all public libraries, there should be space and furnishings to 
facilitate the use of library materials by all age groups represented in 
the library's program. 


116. Multipurpose rooms should be provided in The community li- 
system and area libraries primarily for library ori- brary should have ac- 
ented activities. cess to meeting-room 


facilities for library 
oriented activities. 


hm Hi HH ln ln li lI nT | | 6, 


i la 


mn hm a 


= 


mm HOE OCOlCUel ee 


mH la 


. 


ae ie 
SYSTEM RESOURCE LIBRARY AREA LIBRARY COMMUNITY LIBRARY 
117. Workrooms and office Work and office space should be efficiently 


space should be efficiently arranged for performing local activities. 
arranged, with physical 

facilities for performing 

centralized activities. 


118. Staff facilities in system and area .. a The staff of the 
libraries should include provision for relaxation, community library 
lunchroom facilities and restrooms for men and should have proper 
women, separate from public facilities. lunch and restroom 


facilities available. 


119, System and area libraries should have The community li- 
conveniently located shipping and receiving brary should have con- 
Space. In those systems where mobile units _ veniently located 
are used, loading space should be convenient shipping and receiv- 
to the book collection. ing space. 


120. Lighting, heating, air-conditioning, and acoustical engineers 
should be consulted for information and guidance on the most recent 
developments in these fields. Light must be evenly distributed and 
glare avoided. Placement of fixtures should permit rearrangement of 
furniture without loss of lighting efficiency. Special attention 
should be given to control of sound. Air-conditioning should be used. 


121. Passenger elevator service should be provided when there is 
more than one public service floor, and electrically operated book 
lifts should be provided where books must be transported from one 
level to another. 


122, Within the system There should be a The community 
library there should be a telephone and an inter- library should have 
telephone and an inter- communication system in a telephone. 
communication system con- the area library. 


necting every work and 
service point. 


123, Space should be In both area and community libraries space 
provided for consultation should be provided for consultation with users 
with users seeking guid- seeking both local guidance and help from the 
ance in use of resources. system library. 


124, The public catalog should be accessible to the staff and to 
the public, ) 


125. All public libraries should have efficient, attractive shelf and 
exhibic space for display for a wide range of books and non-book 
materials. 
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126, Facilities for physical handling and use of the non-bcok collec- 


tion should preserve such materials from damage and deterioration, yet 
make it readily available to users, 


127. In system and area libraries lending facili- Lending facilities 
ties should insure accurate, unobtrusive handling of and records in the com- 
transactions and records, and may include useful munity library should 
machines and labor-saving devices. be simple and efficient. 

128. The system li- Regular janitor service should be provided and 
brary should have at should be available when needed. In both area 
least one janitor on and community libraries, janitor supplies and 
duty at all times the utility sinks should be conveniently located. 


library is in use. Jan- 
itor supplies and util- 
ity sinks’ should be 
located on all floors. 


EXTENSION OF SERVICES 


The standards set for the extension of services will be consistent with the 


service standards of each system, 
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